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Default CIITS Roles

There are three default CIITS system roles: Leadership, Teacher, and Staff. CIITS users are assigned one
default system role based on the data entered in Infinite Campus. See the Setup Default Role and Setup
Custom Role section of this document for detailed data setup requirements.

Default CIITS Roles

Role CIITS Data Accessibility and Functions Notes
Name
Leadership | v'CIITS homepage v'Individuals with the default
e Access training and support materials. Leadership role do not require any
v'School & District Data module additional custom role
e View ‘Key Performance Indicator’ dashboard. assignments within the IMS
e View ‘Benchmark Tests’. modules (School & District Data,
e View student groups. Classrooms, Assessment Admin).
e Run/view reports in ‘Report Bank’. v'The PD-Facilitator, PD-Activity

e Use ‘Report Builder’ and save/access reportsin | Reviewer, or PD-CIITS

‘My Reports’. Administrator custom roles may
e Add/remove reports from institutional ‘Report | P€ @ssigned to individuals with the
Bank’. default Leadership role to allow

them additional permissions
within the EDS module, if
necessary.

v/Classrooms module
e Search for/view standards and instructional
materials.
e View classroom information and student
performance.
e Utilize the ‘Lesson Planner’.
e View/approve teacher lesson plans.
e Create/edit curriculum, curricular units, and
other instructional materials.
e Approve curriculum, curricular units, and other
instructional materials for viewing by others.
e Create resources in ‘My Materials’.
v'Assessment Admin module
e View assessment dashboard.
e Create tests, items, and passages.
e Track test completion rates.
e Search for a test.
e Search for an item or passage.
e Print answer sheets, student usernames, and
test booklets.
e Schedule and assign tests.
e Choose test setup options.
e View/add/update/score student responses.
e Manage test windows.
e Modify common assessments.
v'EDS module
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Default CIITS Roles

e Access training and support materials.
v'School & District Data module
e View ‘Key Performance Indicator’ dashboard.
v'Classrooms module
e Search for/view standards and instructional
materials.

Role CIITS Data Accessibility and Functions Notes
Name
e Recommend/create/edit PD activities and
resources.
e View PD profiles.
e Run PD reports.
e View student voice results.
e View teacher professional growth plans and
self-reflections.
e Manage caseloads.
Teacher v'CIITS homepage v'Individuals with the default
e Access training and support materials. Teacher role will have access to
v'Classrooms module student information only for the
e Search for/view standards and instructional students where he/she is
materials. designated as the primary
e View classroom information and student teacher.
performance. v'Additional custom role(s) may
e Utilize the ‘Lesson Planner. be assigned to individuals with the
e Create/edit curriculum, curricular units, and default Teacher role to allow them
other instructional materials. additional permissions within
e Create resources in ‘My Materials’. CIITS, if necessary.
v'Assessment Admin module
e Create and administer classroom tests.
e Access classroom formative and standardized
test reporting (as available).
e View student standardized and classroom
assessment results.
v'EDS module
e Recommend PD activities and resources.
e Access/complete self-reflection, professional
growth plan (PGP), and student growth
measures.*
*Primary classroom teacher only.
Staff v'CIITS homepage v'Additional custom role(s) may

be assigned to individuals with the
default Staff role to allow them
additional permissions within
CITS, if necessary.
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Custom CIITS Roles

There are six custom roles in CIITS related to the Instructional Management System (IMS): Analyst,

Specialist, School/District Leadership, Materials Approver, Test Item Admin, and Assessment Manager.

Custom CIITS roles provide additional permissions in CIITS beyond the permissions obtained through a

user’s default system role. Custom CITS roles are provisioned through the individual’s District

Assignments in Infinite Campus.

Each custom role can be provisioned at either the district or school level. If the role is provisioned at the

district level, the user will have the permissions at all schools within the district. If the role is

provisioned at the school level, the user will only have the permissions at the school(s) where the role is

assigned.

NOTE: As with any student-level system, permissions must be assigned conservatively. There should be
a justifiable need for the individual to access student-level data before assigning custom roles.
Remember to consider FERPA guidelines when establishing these custom roles.

Custom CIITS Roles

Infinite Campus:

CITS School Analyst
CITS District Analyst

Role Name CIITS Data Accessibility and Notes

Functions
ClTS: v CIITS homepage ¥'This role may be assighed to users
Analyst e Access training and support with a default Staff or Teacher role

materials.
v'School & District Data module

dashboard.

e View ‘Benchmark Tests'.

o View student groups.

e Run/view reports in ‘Report
Bank’.

e Use ‘Report Builder’ and
save/access reports in ‘My
Reports’ (aggregate data).

v'Classrooms module

e Search for/view standards and
instructional materials.

o View ‘Key Performance Indicator’

(the default Leadership role already
includes the Analyst data accessibility
and functions).

v'This role does not need to be
assigned if the custom Specialist,
District Leadership, or School
Leadership role is assigned (these
roles already include all Analyst
permissions).

vIn Infinite Campus, only assign CIITS
“School” roles at a school; only assign
CIITS “District” roles at the district
office.
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Custom CIITS Roles

Infinite Campus:
CIITS School Specialist

plus:
v'School & District Data module
e Add/remove reports from

Role Name CIITS Data Accessibility and Notes

Functions
ClTS: Includes all data accessibility and v'This role may be assigned to users
Specialist functions of the Analyst custom role, | with a default Staff or Teacher role

(the default Leadership role already
includes the Specialist data
accessibility and functions).

Infinite Campus:
CIITS School
Leadership
CITS District
Leadership

Approver, Test ltem Admin, and Assessment
Manager custom roles. If this role is
assigned, no other custom roles need to be
assigned to provide additional functionality
within the IMS modules (School & District
Data, Classrooms, Assessment Admin).

In addition to all permissions within
the IMS modules, this role provides
additional functionality within EDS.
v'EDS module
e Recommend PD activities and
resources.
¢ View student voice results.
e View teacher professional growth
plans and self-reflections.
e Manager caseloads.
e Create/edit PD activities and
resources.
e View PD profiles.
e Run PD reports.

CIITS District institutional ‘Report Bank’ v'This role does not need to be
Specialist v'Classrooms module assigned if the custom District
e View classroom information and Leadership, or School Leadership role
student performance. is assigned (these roles already include
e Utilize the ‘Lesson Planner’. all Specialist data accessibility and
e Create resources in ‘My functions).
Materials’. vIn Infinite Campus, only assign CIITS
v'EDS module “School” roles at a school; only assign
e Recommend PD activities and CIITS “District” roles at the district
resources. office.
CiTs: Includes all data accessibility and functions v'Do not assign this custom role to
Leadership of the Analyst, Specialist, Materials Superintendents or Principals. They

already have the default Leadership
role, which provides them the same
data access and functionality as the
custom Leadership role.

vIt is recommended that this custom
role be provisioned conservatively,
and only for select individuals
(Instructional Supervisors, Assistant
Principals, Directors of Federal
Programs, etc.)

v'This role may be assigned to users
with a default Staff or Teacher role
(the default Leadership role already
includes the custom Leadership role
data accessibility and functions).

¥'In Infinite Campus, only assign CIITS
“School” roles at a school; only assign
CITS “District” roles at the district
office.

Enterprise Data | K1 D S | Kentucky Department of Education

6|Page




DIVISION OF ENTERPRISE DATA

TRAINING DOCUMENT — Assigning CIITS Roles and

Permissions through Infinite Campus

Custom CIITS Roles

Test ltem Admin

Infinite Campus:
CIITS School Test Item

e Access training and support
materials.
v'Assessment Admin module
o View assessment dashboard.

Role Name CIITS Data Accessibility and Notes
Functions
CITS: v'CIITS homepage v'This role may be assigned to users

with a default Staff role (the default
Teacher and Leadership roles already
include the Test Item Admin data
accessibility and functions).

Assessment Manager

Infinite Campus:
CHTS School
Assessment Manager
CIITS District
Assessment Manager

functions of the Test Item Admin
custom role, plus:
v'Assessment Admin module
e Print answer sheets, student
usernames, and test booklets.
e Schedule and assign tests.
e Choose test setup options.
¢ View/add/update/score student
responses.
e Manage test windows.
e Modify common assessments.

Admin e Create tests, items, and passages. v'This role does not need to be

CIITS District Test e Track test completion rates. assigned if the custom District

Item Admin e Search for a test. Leadership, or School Leadership role

e Search for an item or passage. is assigned (these roles already include

all Test Item Admin data accessibility
and functions).
¥'In Infinite Campus, only assign CIITS
“School” roles at a school; only assign
CITS “District” roles at the district
office.

ClTS: Includes all data accessibility and ¥'This role may be assigned to users

with Staff or Teacher default role (the
Leadership default role already
includes the Assessment Manager
data accessibility and functions).
v'This role does not need to be
assigned if the custom District
Leadership, or School Leadership role
is assigned (these roles already include
all Assessment Manager data
accessibility and functions).

vIn Infinite Campus, only assign CIITS
“School” roles at a school; only assign
CIITS “District” roles at the district
office.

v'Assign the Test Item Admin role in
addition to this role to allow individual
to see common assessment questions.
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Custom CIITS Roles

Materials Approver

Infinite Campus:

CHTS School Materials
Approver

CITS District
Materials Approver

e Access training and support
materials.

v'Classrooms module

o Utilize the ‘Lesson Planner’.

e View/approve teacher lesson
plans.

e Search for/view standards and
instructional materials.

e Create/edit curriculum, curricular
units, and other instructional
materials.

e Approve curriculum, curricular
units, and other instructional
materials for viewing by others.

e Create resources in ‘My
Materials’.

Role Name CIITS Data Accessibility and Notes
Functions
CITS: v'CIITS homepage v'This role may be assigned to users

with a default Staff or Teacher role
(the default Leadership role already
includes the Materials Approver data
accessibility and functions).

v'This role does not need to be
assigned if the custom District
Leadership, or School Leadership role
is assigned (these roles already include
all Materials Approver data
accessibility and functions).

¥'In Infinite Campus, only assign CIITS
“School” roles at a school; only assign
CIITS “District” roles at the district
office.
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Custom EDS Roles

There are six custom roles which may be assigned to provide a user additional access to data and
functionality within the Educator Development Suite (EDS): PD - CIITS Administrator, PD - CIITS
Facilitator, PD - CIITS Activity Reviewer, PD - CIITS Create PD, EDS — CIITS Manager (Caseload

Manager) and School Roster Manager.

Note: Both the Leadership role (default and custom) and the Specialist custom role have been enhanced

with EDS permissions as described in the preceding Custom CIITS Roles section.

Custom CIITS Roles

PD - Create PD

Infinite Campus:
PD — CIITS Create PD — School
PD — CIITS Create PD — District

e Access training and support
materials.
v'EDS module

e Create/edit PD activities and
resources.

Role Name CIITS Data Accessibility and Notes
Functions
ClTS: v'CIITS homepage v'This role may be assigned

to users with a default Staff
or Teacher role.

CHTS:
PD - Activity Reviewer

Infinite Campus:

PD — CIITS Activity Reviewer — School
PD — CIITS Activity Reviewer —
District

Includes all data accessibility and
functions of the PD - Create PD
custom role, plus:
v'EDS module

e Review activity proposals.

¥'This role may be assigned
to users with a default Staff,
Teacher, or Leadership role.

CIITS:
PD - Facilitator

Infinite Campus:
PD — CIITS Facilitator — District

v'CIITS homepage
e Access training and support
materials.
v'EDS module
e Take PD session attendance.
e Award PD session activity.
e Run PD reports.

v'This role is recommended
to be assigned to a district-

level individual.

v'This role may be assigned
to users with a default Staff,
Teacher, or Leadership role.

CIITS:
PD - Administrator

Infinite Campus:
PD — CITS Administrator — District

Includes all data accessibility and
functions of the PD - Create PD,
PD — Activity Reviewer, and PD -
Facilitator custom roles, plus:
v'EDS module
e View PD profiles.
e Recommend activities and
resources.
e Review activity credit
requests.
e Delete activity or session
with data.

¥'This role is recommended
to be assigned to a district-

level individual.

¥'This role may be assigned
to users with a default Staff,
Teacher, or Leadership role.

Enterprise Data | K1 D S | Kentucky Department of Education
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Custom CIITS Roles

School Roster Manager

Infinite Campus:
CITS School Roster Manager

e Access training and support
materials.

e Receive roster verification
requests.

Role Name CIITS Data Accessibility and Notes
Functions
CITS: v'CIITS homepage v'This role is recommended

to be assigned to a school-
level individual who handles
adding/removing students
from class rosters in Infinite
Campus, such as the school
KSIS point of contact or
guidance counselor.

¥'This role may be assigned
to users with a default Staff,
Teacher, or Leadership role.

CHTS:
EDS Manager

Infinite Campus:
EDS — CIITS Manager

Includes all data accessibility and
functions of the School Roster
Manager custom role, plus:
v'EDS module

e Manage caseloads.

¥'This role may be assigned
to users with a default Staff
or Teacher role (the default
and custom Leadership role
already has the capability to
manage caseloads).

CIITS:
View Leadership Effectiveness Data

Infinite Campus:
CIITS School Leader Evaluator
CIITS District Leader Evaluator

v'EDS module
e View leadership self-
reflections.
¢ View/approve leadership
PGPs.

v'Do not assign this custom
role to Superintendents or
Principals. They already
have the default Leadership
role, which provides them
the same data access and
functionality as the custom
School/District Leader
Evaluator role.

vIt is recommended that
this custom role be
provisioned only for district-
level staff who will be
evaluating school leadership.
Y'In Infinite Campus, only
assign CIITS “School” roles at
a school; only assign CIITS
“District” roles at the district
office.

Enterprise Data | KI D S | Kentucky Department of Education
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Setup Default Role
Teacher Setup

These data elements must be set up in Infinite Campus for a CIITS account to be provisioned for an

individual with a default role of Teacher.

1. Avalid “kyschools.us” email address is required on the Demographics tab.
Click path: Index > Census > People > Demographics
Demographics *—Jdentities Households Relationships Enrolimel

E Save Delete E Person Summary Repaort E Demuographics Data

Contact Information

Email:

john.doe@knox. kyschools.us 1—

2. Ensure the Start Date is populated and that the End Date is empty on District Employment tab.
Click path: Index > Census > People > District Employment
Demographics Relationships Enrnllments—~ District Employment

ﬂ Save Delete E Mew
Employment Records

301 Knox County (09/03/2013 - )

*Start Date End Date

0810372013 ] e [ =
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3. Select the proper school in the School drop-down list.

Ensure the Start Date is populated and the End Date is empty on the District Assignments tab.
Click path: Index > Census > People > District Assignments

Demographics Households Relationships District Emplnyment—,b[)istri{:thssignments

ﬂ Save Delete E Mew

Azzignments

EI---_h CENTRAL ELEMENTARY SCHOOL
(09/03/2013-)

Employment Assignment Information

School Department
CENTRAL ELEMENTARY SCHOOL -
=Start Date End Date Title
09/03/2013 [Ta] *: T *_ -
Type FTE of Assignment Code
01:Teacher - Assignment |

t

Select 01: Teacher to
be assigned the default
Teacher rolein CITS.

NOTE: To ensure data is reported correctly on the LEAD report, choose 01: Teacher (Type) on
assighments for individuals who are teachers.
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Principal Setup
These data elements must be set up in Infinite Campus for a CIITS account to be provisioned for an

individual with a default role of Leadership.

1. Avalid “kyschools.us” email address is required on the Demographics tab.
Click path: Index > Census > People > Demographics

Demographics *—Jdentities Households Relationships Enrolimel

E Save Delete E Person Summary Report E Demographics Data

Contact Information

Email:

john.doe@knox. kyschools.us "—

2. Ensure the Start Date is populated and that the End Date is empty on District Employment tab.
Click path: Index > Census > People > District Employment
Demagraphics Relationships Enrnllments—~ District Employment

E Save Delete H Mew
Employment Records

301 Knox County (09/03/2013 - )

*Start Date End Date

09/03/2013 [75] e T e—
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3. Select the proper school in the School drop-down list.

Ensure the Start Date is populated and the End Date is empty on the District Assignments tab.
Click path: Index > Census > People > District Assignments

Demographics Households Relationships District Emplnyment—,b[)istri{:thssignments

ﬂ Save Delete E Mew

Azzignments

EI---_h CENTRAL ELEMENTARY SCHOOL
(09/03/2013-)

Employment Aszignment Information

School Department
CENTRAL ELEMENTARY SCHOOL -
*Start Date End Date Title
09/03/2013 7| e T *_ -
Type FTE of Assignment Code
02: Administrator - Assignment |

M

NOTE: To ensure data is reported correctly on the LEAD report, choose 02: Administrator (Type) on
assignments for individuals who are principals.

4. Populate the principal’s email address in the Principal Email field on the School screen.
Click path: Index - System Administration - Resources = School

School Detail

*Hame

CEMTRAL ELEMENTARY SCHOOL
[Principal Email |

john.doe@knox kyschools. us h
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NOTE: The default Leadership role is provisioned in CIITS based upon the email address match between
the email address entered on the principal’s demographics tab and the email address entered in the
Principal Email field on the School Setup screen. It is imperative that these email addresses are identical
for the default Leadership role to be provisioned correctly in CIITS. The email address must be a valid
“kyschools.us” email address.

Assistant Principal Setup
These data elements must be set up in Infinite Campus for a CIITS account to be provisioned for an
individual with a default role of Leadership.

1. Avalid “kyschools.us” email address is required on the Demographics tab.
Click path: Index > Census > People > Demographics

Demographics ﬂ—ldentities Households Relationships Enrolimel

u Save Delete Person Summary Repaort Demuographics Data

Personal Contact Information

Contact Information

Email:

jehn.doe@knox. kyschools.us *‘—

2. Ensure the Start Date is populated and that the End Date is empty on District Employment tab.
Click path: Index > Census > People > District Employment

Enterprise Data | KI D S | Kentucky Department of Education 15| Page
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Demagraphics Relationships Enrnllments—_~ District Employment

E Save E Delete H Mew
Employment Records

" 82201 Knox County (09/03/2013 - )

*Start Date End Date

09/03/2013 75| e T e—
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3. Select the proper school in the School drop-down list.

Ensure the Start Date is populated and the End Date is empty on the District Assignments tab.
Click path: Index > Census > People > District Assignments

Demographics Households Relationships District Emplnyment—,b[)istri{:thssignments

ﬂ Save Delete E Mew

Azzignments
EI---_h CENTRAL ELEMENTARY SCHOOL
(09/03/2013-)

Employment Aszignment Information

School Department
CENTRAL ELEMENTARY SCHOOL -
*Start Date End Date Title
09/03/2013 7| e T *_ -
Type FTE of Assignment Code
02: Administrator - Assignment | v|

NOTE: To ensure data is reported correctly on the LEAD report, choose 02: Administrator (Type) on
assignments for individuals who are assistant principals and add the CIITS School Leadership (Title)
custom role.
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School Staff Setup (those who are not Teachers or the Principal)
These data elements must be set up in Infinite Campus for a CIITS account to be provisioned for an
individual with a default role of Staff.

1. Avalid “kyschools.us” email address is required on the Demographics tab.
Click path: Index > Census > People > Demographics
Demographics *—Jdentities Households Relationships Enrolimel

E Save Delete E Person Summary Report E Demographics Data

Personal Contact Information

Contact Information

Email:

john.doe@knox. kyschools.us "—

2. Ensure the Start Date is populated and that the End Date is empty on District Employment tab.
Click path: Index > Census > People > District Employment
Demagraphics Relationships Enrnllments—~ District Employment

ﬂ Save Delete E Mew
Employment Records

301 Knox County (09/03/2013 - )

Employment Information
*Start Date: End Date

09/03/2013 [T5] e o e—
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3. Select the proper school in the School drop-down list.
Ensure the Start Date is populated and the End Date is empty on the District Assignments tab.
Click path: Index > Census > People > District Assignments

Demographics |dentities Relationships DistrictEmplnyment—,knistri{:tAssignments
ﬂSaue Delete ENEW
Azsignments

El---_h CENTRAL ELEMENTARY SCHOOL
e (09/03/2013)

School Drepartment
CENTRAL ELEMENTARY SCHOOL -
*Start Date End Date Title

09/03/2013 o] T ‘— -
Type FTE of Aszsignment Code
- | Assignment | -

01:Teacher
02:Administrator
03:Counselor
04:Support
05:Speech Therapist
06:Librarian
07:0Other

NOTE: To ensure data is reported correctly on the LEAD report, refer to the KSIS Census Data Standard
when choosing the Type for individuals who are not the principal or a teacher.
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Superintendent Setup
These data elements must be set up in Infinite Campus for a CIITS account to be provisioned for an

individual with a default role of Leadership.

1. Avalid “kyschools.us” email address is required on the Demographics tab.
Click path: Index > Census > People > Demographics

Demographics *—Jdentities Households Relationships Enrolimel

E Save Delete E Person Summary Report E Demographics Data

Personal Contact Information

Contact Information
Email:

john.doe@knox. kyschools.us "—

2. Ensure the Start Date is populated and that the End Date is empty on District Employment tab.
Click path: Index > Census > People > District Employment
Demagraphics Relationships Enrnllments—~ District Employment

E Save Delete E Mew
Employment Records

301 Knox County (09/03/2013 - )

Employment Information
*Start Date: End Date

09/03/2013 [T5] e o e—
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3. Select the District Office in the School drop-down list.

Ensure the Start Date is populated and the End Date is empty on the District Assignments tab.
Click path: Index > Census > People > District Assignments

Demographics Identities Relationships DistrictEmplnyment—,‘Distri{:thssignments
ﬂSaue Delete ENEW
Azszignments

— oelect district office
for district staff.

=% Knox County District Office

(ETEFTES <

Employment Azsignment Information

School Department
Knox County District O ffice -
*Start Date End Date Title
09/03/2013 T *: T ‘— -
Type FTE of Assignment Code
- Assignment |

?

Leave the Type drop-
down blank for
district staff.

NOTE: District staff assignments created under the district office will provision the user the default role
in all schools in the district in CIITS.
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4. Populate the superintendent’s email address in the Email field on the District Information
screen.
Click path: Index = System Administration - Resources - District Information

District Detail

*Mame *5tate District Number

Knox County 301

MCES DistrictiD

2000000

District Contact First Mame District Contact Last Name
John Doe
*Phone Fax

{555 )555 -55855 x (555 )555 -5&855 x
Type Email
—' john.doe@knox kyschools.us

NOTE: The default Leadership role is provisioned in CIITS based upon the email address match between
the email address entered on the superintendent’s demographics tab and the email address entered in
the Email field on the District Information screen. It is imperative that these email addresses are
identical for the default Leadership role to be provisioned correctly in CIITS. The email address must be
a valid “kyschools.us” email address.
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District Staff Setup (district staff other than the Superintendent)
These data elements must be set up in Infinite Campus for a CIITS account to be provisioned for an

individual with a default role of Staff.

1. Avalid “kyschools.us” email address is required on the Demographics tab.
Click path: Index > Census > People > Demographics
Demographics *—Jdentities Households Relationships Enrallmel

E Save Delete E Person Summary Repaort E Demographics Data

Personal Contact Information

Contact Information

Email:

john.doe@knox. kyschools.us 1—

2. Ensure the Start Date is populated and that the End Date is empty on District Employment tab.
Click path: Index > Census > People > District Employment
Demographics Relationships Enrnllments—~ District Employment

ﬂ Save Delete E Mew
Employment Records

301 Knox County (09/03/2013 - )

Employment Information
*Start Date End Date

umuarzma@*: E|:*=
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3. Select the District Office in the School drop-down list.

Ensure the Start Date is populated and the End Date is empty on the District Assignments tab.
Click path: Index > Census > People > District Assignments

Demographics Identities Relationships DistrictEmplnyment—,‘Distri{:thssignments
ﬂSaue Delete ENEW
Azszignments

— oelect district office
for district staff.

=% Knox County District Office

(ETEFTES <

Employment Azsignment Information

School Department
Knox County District O ffice -
*Start Date End Date Title
09/03/2013 T *: T ‘— -
Type FTE of Assignment Code
- Assignment |

?

Leave the Type drop-
down blank for
district staff.

NOTE: District staff assignments created under the district office will provision the user the default role
in all schools in the district in CIITS.
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Setup Custom Role

Once an individual has been set up in Infinite Campus to receive a CIITS default role (refer to the Setup
Default Role section of this document to set up a default CIITS role for a user), additional custom role(s)
may be assigned to allow a user to access additional data or access advanced system functionality within
CHTS. Follow these steps to assign an individual a CIITS custom role within Infinite Campus.

1. Verify the individual has a valid “kyschools.us” email address on the Demographics tab.
Click path: Index > Census > People > Demographics

Demo-graphics\*—ldentities Households Relationships Enrallmel

E Save Delete E Person Summary Repaort E Demographics Data

Personal Contact Information

Contact Information

Email:

john.doe@knox. kyschools.us 1—

2. Select the proper assignment on the District Assignments tab.
Demographics |dentities District Employment —,‘District Assignments

£ vew

Eh DEWITT ELEMENTARY SCHOOL

- [BF - (07/02/2013-)

Eﬁ CENTRAL ELEMENTARY SCHOOL
e [Eh - (07A22011-07/01/2013)
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3. Select the proper role from the Title drop-down list
CIITS “District” custom roles should only be assigned at the district office. CIITS “School” custom
roles should only be assigned at a school.

Save Delete Mew

Assignments
=|-##% DEWITT ELEMENTARY SCHOOL
g (07/02/2013-
- % CENTRAL ELEMENTARY SCHOOL
- () - (07/02/2011-07/01/2013)

Employment Az=ignment Information

School Department
DEWITT ELEMENTARY SCHOOL -
*Start Date End Ciate Title
07/02/2013 5] e
Type FTE of CITS District Anahyst
|L] Assignment CITS District A=zsessment Manager
e CITS Diztrict Leadership
01-Teacher CITS D:lstr?ct Mater.ia.ls Approver
02 Administrator CITS D.Ls.tr!ct Specialist .
03-Counselor CITS District Test kem Admin
04:Support CITS School Anahyst
05:Speech Therapist CITS School Assessmgnt Manager
08 Librarian CITS School LE‘.-E.dE.FShID
07-Other CITS School Materials Approver
PO L@ss U oy CITS School Roster Mgr
*ﬂ CITS School Specialist

- CITS School Test tem Admin
FD " EDS - CITS Manager

; PD - CITS Activity Reviewer - District
Ensure the Type = ra PD - CITS Activity Reviewer - School

consistent across all of the PD - CITS Administrator - District

individual's assignments PD - CITS Create PD - District
within a school. il PD - CITS Create PD - School
PD - CITS Facilitator - District

3

NOTE: If you wish to assign an individual more than one custom role, you will need to create a new
district assignment for the individual. To ensure data is reported correctly on the LEAD report, the Type
should be consistent across all of an individual’s assignments within a school. Refer to the Setup Default
Role section of this document for information on determining an individual’s Type.
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Other Professionals

Refer to the Setting up Other Professionals in Infinite Campus Quick Reference Card.

Questions and Answers

Q: Can someone have more than one CIITS role?

A:

An individual will only have one default role in CIITS. However, an individual may have several
custom roles in addition to their default role. Custom roles will provide an individual with additional
access to data or increased system functionality within CIITS.

Districts may determine that an individual with a default Teacher or default Staff role may also need
any of the custom roles in addition to their default role. Those individuals with the default
Leadership role already have all necessary permissions to carry out all functions within the IMS
portion of CIITS.

Why can’t an individual access CIITS?

A valid “kyschools.us” e-mail address is required in Infinite Campus and is used to establish a CIITS
user ID, for example, john.doe@knox.kyschools.us.

Path: Index - Census - People - Demographics = Personal Contact Information
Demographics *—Identities Households Relationships Enrallmel

u Save Delete Person Summary Repaort Demaographics Data

Personal Contact Information

Contact Information
Email:

john.doe@knox. kyschools.us ﬂ—

| confirmed the individual’s e-mail is properly setup, but they still can’t access CITS, why not?

Ensure that the individual has an open District Employment record and at least one open
District Assignment record in Infinite Campus. In addition, ensure that the district
assignments are set up correctly. CIITS “District” custom roles should only be assigned at
the district office; CIITS “School” custom roles should only be assigned at a school. If an
individual needs a custom role in all schools within the district, simply assign the custom
role once in the district office (you do not need to assign the custom role at each school).

Azszignments
—|-- % Ashland Elementary School
@’ CITS District Test tem Admin - (07/01/2007-)
—|--E® Cassidy Elementary School
%’ CITS District Test tem Admin - (03/02/2010-)
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=-[75] Hardin County
=] 8 JOHN HARDIN HIGH SCHOOL

; CORRECT
(=1 % HARDIN COUNTY DISTRICT OFFICE

By CITS District Assessment Manager - (07/01/2011-) WAY
@ CITS District Materials Approver - (07/01/2011-)
-[B¥ CITS District Specialist - (07/01/2011-)

Q: What is a default role?

A: Individuals are assigned one default role in CIITS. An individual’s default CIITS role is determined by

their district assignments setup in Infinite Campus.

Continuous SO,
Iinstructional
e AN ‘ﬂ Improvement __?/@
# Technology “-;, A
System FEETTTs

Welcome, LEIGH WELCH

Before continuing, please do the following

Change Your Password (i
New Password

Confirm Password.

Verify Your School or District (i
sefferson County Public Schools ¥

Verify Your Role (1

Staff I~
- Staft

Teacher CRora m
q Leadership

Q) schoolnet

Q: Can a non-district individual be permissioned differently in two schools?

A: Yes, for example, in one school they may be have the role of Specialist and in another they may

have the role of Assessment Manager. Districts may determine which custom roles to assign
to which individuals.

Demographics Identities District Employment District Assignments

[Hew

Aszzignments
Elﬂ{ DEWITT ELEMENTARY SCHOOL

: % CITS School Az=ezsment Manager - (07/022013-) «‘—
= &9 Flat Lick Elementary School

- -[By CImS School Specialist - (08/08/2013-)
(=B CENTRAL ELEMENTARY SCHOOL

Q: If | have assignments in multiple schools, how do | switch between schools in CIITS?

A: Follow these steps to switch between schools within CIITS:
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1. On the CIITS homepage, Click ‘My Account’.

Continuous | 1% 0 Welcome, Nick! Sign Out | My Account |_Help
ﬂ Instructional &’X )
ey Improvement 7 T
Technology ) Find a Student Go
System T User Management | System

2. Select the Default Institution drop-down list and select the school you want to view.

3. Click the Save button.

My Settings: My Roles and Operations

Faoles and Personal Email and Change Sedions
Operations Information Notification Password & Rosters

Default Institution and Role

You are a Staff at Kentucky Department of Education

Default Institution:* Kentucky Department of Education VK

Kentucky Department of Education

Default Role:* other user roles [e.g., Teacher, Parent)and who is employed by the

school district.

If you don't see your role for the selected institution then contact your Schoolnet software specialist. Roles available: System
Operator, Leadership, Teacher, Staff, Employee, Parent, Student, and Guest.

4. Confirm your selected institution (district or school) by clicking the Home button in the top left
corner. Your institution is displayed.

School & District Data Classrooms

Reporte and Indicators Standards and Instructional Materialz

Scope: | Personal IEI 2= View _ # Edit | [

Welcome back, Nick.

Your lastvisit was 8 days agn.h’nur role is Staff at Kentucky Department of Educatinnl
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